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Creating In-Service Training Requests

Overview

In-service trainings are any training that occurs during a member’s year of service. In-
Service Training Requests are funding requests from sponsors and/or site supervisors
for outside trainings. Only sponsors can to submit these requests. Sponsors can also
submit requests on behalf of both members and site supervisors. When a request is
submitted, it will be sent to a state office for approval.
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Editing In-Service Training Requests

After creating and saving a training request, eGrants submits it to a state office for
approval. The request can be updated until the state office approves or denies the
request. Any additional changes to the form will be submitted to the state office.

Process

1. From the Training tab,
click “Event Name” to edit
the Training Request
form. The request must
be “submitted” to edit the
Training Request form.

Click “save” to submit the
request to the state office.

eGrants will direct the user
to the Training tab.
Afterwards, the training
request will appear in the
Training Requests section
with a “pending” status.
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The training request cannot be edited once it is “approved” or “denied” by the state

office.

additional comments from the state office.

The request will only be available in “read-only” format, which may include
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3. Enter the event’s name, Manage Events Name
location, dates, and BE kbasket r Name of Training [Teamwork at a Distand
estimated training costs. VISTA Reports
Location
City [Portiand |
State [orEGOM |
< Dates of Training
Start Date 06/08/2009 __..“.i_ {rmrm/dd vy yy)
End Date 06/09/2009 :E]_ (rarn/dd yyyy)

Additional Information

\ Total Estimated Cost 325.00 {MMMM.MM - Mo dollar signs {$) or commas {,))

What is the purpose of this training?

4. Describe the training,s o To provide skills and knowledge to work effectively as a team ;I
purpose g whose members are spread out over a distance, LI
X How did you discover this training event?
5- Descrlbe hOW and Where o~ Recommended by another WISTA program LI
information about the " =l
tralnlng was d|SCOVered. Indicate any additional information about this training
. L. o This is training is a full two days. LI
6. Enter additional training g E
information.
Select the type of AmeriCorps Members or CNCS staff that will be attending this training
7. Select attendees for the r © Project Team | =l
training. Select members I Members

and/or supervisors by
individual or by project
team. \

M su pervisors

& Individual Supervisars

8. Click “save” to submit the
request to the state officeN\{

eGrants will direct the user
to the Training tab.
Afterwards, the training Member
request will appear in the
Training Requests section
with a “pending” status.




